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ASSIGNMENT AND FURCTIONS OF PEN! mofﬁﬁ CULTFTE oiie

25X1A9a 1. Aectin iefs - CAP~15
a. COPS gtaff officer on all treining problems.

b. Supervislon of training and appraisal programs - Stafl”
and Tovert - a8 outlined in Division reports.

&. Supervision of preparastion of training materlals and
necessary research.

de Liaison with other branches of Q30.

25X1C4a _

L. Recruitment of properly qualified men to act as covert
instructors.

'5, In conjunciion with Peraonnel, the recrultment of pergon-
nel Tor Washington Headquarters, TRB.

h. All additlonpl functions &85 reguired: such as, arranjie-
ment® for language tralning, liaison with other sections of 21y
and outside agencies, release of instructional materials for
overseas missions and stations, etc.

25X1A9a g, peputy Chief: Job not clsssified’
25X1A9%9a {Note: 3ince q}ms not yet been officlaelly desig-
nated as Deputy Chief, TRB, the following cescription

of functions is tentative.)
a. During absences of the Acting Chlef, to assume 811 his
dut 1'5!- »
b. Coordinatlion of staff and Covert Trainlng progrems.

Qe Responsibility for evalustions of students in Staff
Treining.

d. Instruction in certaln speclalties in 3taff Treining.
&. Other duties as dlrected by Acting Chief, TRB.

. B
25X1A9a Zrain

of Instructor of Administracive

8« Chief Instructor of Administrative Training
b. Branch Administretive Officer

s CONFBEN T
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25X1A%9a

25X1A%9a

&. TRB Property and Supply Officer

d. Handles all speclal funds for covert trelning nnd covert
projects with whisch THB 1lg directly congsrned,

8. Inatrueta in Pouch and Cable Procedures and Personner
Procedures.,

£. Branch Security Officer.

4. Junior Adminiatrative pssistant: NSNS c.-¢

8. Bupervisos one Clerk-3tenographer

b. Requisitions Supplies for entire Branch

S, Assists Adminlstrative Officer with property aad sup,ly
records and correspondence perteining thereto.

d. In cherge of all personnel records
8. Prepares Expense Accounts for covert lnstructors

g. Collecte date from the verious divisions of PR3 and com-
pilles two monthly reports

£+ 8ecretary to Chief, Covert Tralning Division, which s~
talls the final preparation of covert trelning reports and cor~
respondsnce, covert appraigal reports, and melntenance of covert
training files,

5. glerk-stenographer: [NNNENGN - csr-s

8. 8ocretary Lo isctling Chiefl, TRB

b. Opens, logs, and dlasseminates mail

8. Types lectures, achadﬁles, and other material lor HJtelfl
Training Division

d. Types requlsitions
20 Files

f. Other miscellaneous offlice duties
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